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The purpose ofthis project was to develop a manual for the
coordination of a volunteer, elementary level tutoring program. To
accomplish this purpose a review of related literature was conducted.
Additionally, related information from selected resources was obtained
and analyzed.
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CHAPTERONE
BACKGROUND OF THE PROJECT
Introduction
Our nation is just beginning to appreciate the benefits of
parent involvement in our schools. But parent involvement goes
beyond showing an interest in the child's daily school activities
arid monitoring homework. Parents can be volunteer tutors, school
program advocates, homework assistants, committee members, and
paid school workers (Zajdel, 1993).
As illustrated by Zajdel in the above quote, our nation's public
school system has just began to realize the potential that parents and other
community members have as a resource in the educational process.
Although many schools have made efforts to engage the support of parents
and other volunteers in an informal manner, many lacked a systematic
means to recruit, train, and maintain an effective volunteer force.
Halford also supported the notion that parents and community
members are a vital resource for schools today and it is critical that we
seek to engage older Americans (1998). Older adults have significant
voter impact at school levy time, yet few seniors are connected with their
local schools; 40% of the U.S. adult population has no daily or weekly
contact with school age children (Halford, 1998).

If our schools are to realize the full benefit of the skills that parents
and community members can bring to the educational process, it is
imperative that we establish goals and formalize a plan for the recruitment,
training, and maintenance of a volunteer/tutor work force.
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Purpose of the Project
The purpose of this project was to develop a manual for the
coordination of a volunteer, elementary level tutoring program. To achieve
this purpose, a review of related literature was conducted. Furthermore,
additional materials that pertained to the topic were reviewed.

Limitations of the Project
For purposes of this project, it was necessary to establish the
following limitations:
1. Scope: The scope of this project was limited to elementary aged
students and the materials included were written specifically for use at
Lakes Elementary School in the North Thurston School District.
2. Research: The literature reviewed in Chapter 2 was limited to research
conducted in the last ten years. Research articles reviewed were also
limited in that they related to tutorial programs that had been
successfully implemented in public schools.
3. Target Population: This project was developed to assist a volunteer
coordinator in the planning and implementation of a school wide
volunteer program at the elementary school level.
4. Time: The project was planned and implemented for the 1999-2000
school year.
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Definition of Terms
Significant terms used in the context of this study have been
defined as follows:
1. Formal monitoring: Periodic and intensive activities designed to assess
the effectiveness of the tutorial program.
2. Informal monitoring: Daily, ongoing activities to assess the
effectiveness of the tutorial program.
3. Orientation: Activities offered to volunteers/tutors prior to the onset of
their assignment designed to increase their skills and comfort level.
4. Recognition: Formal and informal activities to honor the contributions
that volunteers and tutors make.
5. Recruitment: Activities designed to inform community member and
parents as to the needs of the school and secure their assistance.
6. Volunteer: A parent or community member who offers assistance in the
public school setting free of charge.

CHAPTER TWO
Review of Related Literature
Introduction
The review of related research and literature summarized in
Chapter Two has been organized to address:
I. Benefits of volunteer programs in schools
a. Benefits to students
b. Benefits to tutors
c. Benefits to school districts
2. Characteristics of successfully implemented tutorial programs
a. Goal setting
b. Recruitment
c. Training/orientation
d. Recognition
e. Monitoring/evaluation
3. Summary
Benefits of Volunteer Programs in Schools
Benefits to Students. Students of all ability levels benefited from
the one on one instruction provided by tutors. Shaklee and Hansford
stated that young gifted students are an underidentified and underserved
population in their report to the Ohio Department of Education (as cited in
Hall, 1998). Sharon Hall, gifted coordinator at an elementary school in
4
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Akron, Ohio used volunteers in a comprehensive program
called the Primary Enrichment Project in her district when limited funds
did not allow for the hiring of certificated employees ( 1998).
Students of average or lower ability, who have traditionally been
the focus of volunteer program efforts, also benefited. Founded in 1977,
Communities in Schools reached more than 300,000 young people
annually in more than 1,000 public schools. (Lewis & Morris, 1998). The
primary focus of this program was to provide services to at-risk students
and their families so that students could concentrate on learning.
Volunteers were an integral part of this program and provided on-going
instruction in a variety of academic subjects. Communities in Schools of
Charlotte, North Carolina served 21 public schools, reaching more than
6,000 students (Lewis & Morris, 1998).
All students benefited from contact with older adults in tutorial
programs that relied upon the skills of the retired. Young people often had
misperceptions about the elderly. Sellers reported that young people today
form their image of the elderly from brief visits and from the media, which
portrays them as frail, sick and mentally deteriorating (1998). Contact
with elders helped children to develop positive attitudes toward the elderly
by showing them that many older adults lead active and fulfilling lives.
Elders have ample life experiences to share with the younger generation
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and offer many children who do not have contact with their grandparents
an additional source of support and encouragement (Smith, 1998).
Academic benefits to children who participated in tutorial
programs were difficult to document, as most programs did not include the
study of a comparison group who did not receive services as a part of their
evaluation procedures. Wasik completed an extensive analysis of all
tutorial programs sponsored by the America Reads Challenge. She
reported that although there is a lack of evidence to support that volunteer
tutoring is effective, there is no evidence to support that it is not effective
(1997). Wasik's analysis of the Howard Street Tutoring Program during
the first year it was implemented revealed that students who received an
average of 50 one-on-one hours of tutoring outperformed those in the
control group who did not receive tutoring in word recognition, reading
fluency, and spelling (1997). Findings were similar for the second year
the program was implemented. Although most tutorial programs have not
used empirical methods to document their success, it seems reasonable
that programs which are comparable in design could expect similar results.
Benefits to Tutors. Mavis Stein has been a weekly volunteer for
seven years in a Missouri school. Halford (1998) reflected on Stein's
thoughts about her tutoring experiences and believed that Stein has
developed special bonds through tutoring two 1" graders. She continued
by including a quote by Stein. "The children don't live near their
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extended families today. Involving senior citizens in schools is a
wonderful way to reconnect with families." (as cited in Halford, 1998,
p.50). Involving older Americans in schools is a means by which to
meaningfolly reconnect them with society.
Preservice educators also find tutoring to be a beneficial and
meaningfol experience. Tutoring can be used as a tool to assist in the
recruitment of young people into the field of education and offer them
practical experiences in the culture of public schools. Tutoring programs
that involved high school students as well as freshman/sophomore college
students provided these tutors with work experiences that they might
otherwise find it difficult to establish. The AmeriCorps Washington
Reading Corps manual stated that their tutors benefit by gaining
experiences in direct tutoring, volunteer management, community
strengthening, leadership, and time management (1999).
Benefits to School Districts. At least 40% of the U.S. adult
population has no daily or weekly contact with school-age children
(Halford, 1998). Given that districts must rely on the support of their
communities to receive a substantial part of their fonding, they must find
ways to cultivate community involvement. As the Baby Boom generation
reaches retirement age, the population of older Americans compared with
younger will continue to rise. Older adults have significant voter impact
at levy time, yet few seniors have contact with the schools. Using
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volunteer programs to engage citizens in the day to day workings of the
schools provides a window by which tutors can witness the difficulties
that teachers and students face every day. Recognition of the contribution
that tutors make helps them to feel ownership in their local schools; this
ownership may very well translate into support at the polls.
In addition to voter support, public schools cannot overlook
economic considerations when using volunteer tutors. Zajdel cited the
tremendous dollar value of school volunteers (1993). Parent volunteers
also enabled a struggling district in Akron, Ohio to greatly expand the
services offered to gifted elementary students through the use of volunteer
tutors (Hall, 1998). Although it is tempting to view volunteer tutoring
programs as a no-cost alternative to hiring certificated employees or
paraprofessionals, it must be noted that costs in recruiting, training, and
recognizing tutors will occur. These costs are easily justified given the
ample returns realized through the tutors.
Characteristics of Successfully Implemented Tutorial Programs
Goal Setting. Most successful tutorial programs began with the
outcomes they wish to achieve in mind. Zajdel stated that the process of
developing a volunteer program should begin with the formation of a
committee designed to determine program needs and decide upon goals
and objectives for the program (1993). The appointment of a volunteer
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coordinator to oversee the project may be a natural outcome of this
committee. Sellers confirmed this by stating that the first step to the
implementation of any program should be establishing goals and
developing task descriptions for all involved parties (1998).
Recruitment. Recruiting volunteers for the program involves three
stages- extending invitations to those in the community, determining the
services they can provide, and matching those services to the needs of the
program (Fredericks & Rasinski, 1990). Parents, local
colleges/universities, retirement homes, local businesses/industry, civic
organizations, church groups, and high schools can all serve as resources
to recruit volunteers.
Training. Strong volunteer programs strive to assess the skills of
volunteers and provide training to further develop areas of need. Special
orientation sessions should be scheduled throughout the year and
volunteers should be provided with information about the goals and
philosophies of the program (Fredericks & Rasinski, 1990). Training
should also provide tutors with a support system; tutors should recognize
that they are working with professional educators who will assist them in
any way that they can. Teachers should also receive instruction as to the
role of tutors and what can reasonably be expected from them.
Recognition. In addition to regular and informal recognition that
tutors should receive from all staff on a daily basis, it is important to
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recognize their efforts in more formal ways. Such recognition can be
comprised of certificates, plaques, a special bulletin board with pictures
and biographies of tutors, a Volunteer Recognition Day, or a special
luncheon (Fredericks & Rasinski, 1990). In addition to these ideas, it
might also prove beneficial to publicly recognize volunteers to the
community at large through radio spots, newspapers, and presentations to
civic groups.
Monitoring/Evaluation. On going monitoring of tutorial sessions
is a characteristic found in most successfully implemented tutorial
programs. Wasik reviewed 16 tutorial programs and found on-going
monitoring to be a component in 10 of the programs (1997). In addition to
the initial orientation/training that tutors receive, on going training to
further develop their instructional skills should occur at regular intervals
throughout the year. Wasik (1998) stated that volunteer tutors are unlikely
to develop the skills they need to tutor effectively without this ongoing
supervision and guidance.
In addition to monitoring the tutors and evaluating their
effectiveness, the program at large must also be evaluated. Wasik cited a
lack of comparison groups and empirical research to document the
academic benefits derived from participation in most tutorial programs
(1997). Although this lack of research cannot be taken to mean that
tutorial programs are not effective, it suggests that tutorial programs must
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begin to include a means for objectively documenting the success of these
programs as part of the Evaluation component of the program.
Standardized pre and post testing is one manner in which programs can
begin to document effectiveness, as is the establishment of control groups
who do not receive tutoring as a means for comparison.
Summary
The benefits that students, tutors, and school districts derive from
the implementation of tutoring programs is well established in literature
through descriptions of programs used across the nation. Students receive
the most direct benefit of tutoring programs, although benefits to tutors
and school districts at large cannot be ignored.
Successfully implemented tutorial programs share many common
components. These components include goal setting, recruitment,
training, recognition, and evaluation. Although research has not yet been
conducted to document the academic success of most programs, this does
not mean that they are not beneficial. A lack of empirical based research
as a component of the evaluation of programs exists at this time. Tutorial
programs should begin to use objective and standardized tools to
document progress and establish credibility.

CHAPTER THREE
PROCEDURES OF THE PROJECT
The purpose of this project was to develop a manual for the
coordination of a volunteer, elementary level tutoring program. This
project was to be implemented at Lakes Elementary School in Lacey,
Washington. To accomplish this purpose, a review of current literature
and other materials was completed.
Chapter 3 contains background information detailing:
I. Need for the project
2. Development of support for the project
3. Procedures of the project
4. Planned implementation of the project
Need for the Project
The need for this project was influenced by the following
considerations:
I. Lakes Elementary has long recognized the need to increase parent
participation in school programs and activities. Increased parent
volunteerism and community participation have been building goals
for the last three years.
2. Staff at Lakes Elementary recognized that a system to provide formal
training and orientation for parent/community volunteers was needed
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if these resources were to be used effectively.
3. The review of research summarized in Chapter 2 indicates that tutoring
programs must be systematically implemented and should include
formalized goals, recruitment plans, training/orientation, ongoing
monitoring, and recognition (Zajdel, 1993).
4. The writer (Lara Cole) was assigned to complete an administrative
internship during the 1999-2000 school year. In addition, she was
assigned the position oflntervention Specialist, which provided her the
flexibility needed to develop and coordinate a tutoring program.
5. During the 1998-1999 school year, the writer (Lara Cole) wrote a grant
proposal to Community Youth Services requesting volunteers from the
AmeriCorps program. This grant was funded and provided Lakes with
volunteers for the following year. This project was needed to insure
that these, and other volunteers, received the training necessary to the
success of our program.
6. Undertaking the project coincided with the writer's graduate studies in
Educational Administration at Central Washington University.
Development of Support for the Project
Although Lakes Elementary had a volunteer coordinator
designated by the P.T.A., the efforts of this person were uncoordinated
and sporadic. Teachers recognized the need to increase the involvement
of parents and other community members in educational
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programs and activities, but were frustrated by the lack of a systematic
manner in which to train and supervise these volunteers. District
mandates as to fingerprinting and other requirements further frustrated
teachers in their efforts to secure volunteers as no one person was
schooled in the required procedures to screen and approve volunteers.
At the onset of the 1999-2000 school year Lara Cole (the writer)
was released from the classroom to serve as her school 's Intervention
Specialist. In addition to this, she was to complete an administrative
internship. This position afforded the flexibility needed to develop and
coordinate a volunteer tutoring program. In response to staff requests, the
principal ofLakes Elementary, David Warning, asked the writer to begin
this project and to coordinate her efforts with the Parent-Teacher
Association.
Procedures of the Project
The writer undertook the following procedures to develop a
volunteer coordinator's manual at Lakes Elementary School:
1. A review of related literature was conducted and other selected
materials were reviewed.
2 . An ERIC search was conducted and model tutorial programs from
across the United States were reviewed.
3. District policies regarding the screening and approval of volunteers
were reviewed. Information on the insurance was also analyzed.
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4. A tentative manual was developed by the author and reviewed by the
principal, district personnel, and representatives from the ParentTeacher Association.
5. A final draft of the manual was completed and the volunteer program
was implemented.
Planned Implementation of the Project
The following timetable was established to assist in reaching the
goal of a fully realized tutorial program:

August, 1999. Staff at Lakes Elementary began working with our ParentTeacher Association to assess our school's needs and develop recruitment
plans.

September, 1999. Questionnaires to parents and community members
were sent out and included interest surveys, required background checks,
tutoring applications, and additional information.

October, 1999. Tutoring orientation materials were developed and
training was scheduled. Tutors were matched with staff.

November, 1999. Tutoring needs were monitored and recruitment of
new volunteers continued.

December, 1999. Implementation of the program continued.
January, 2000. A second round of orientation/training for new tutors was
offered.
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February, 2000. Continued implementation of the tutoring program.
March, 2000. Continued implementation of the tutoring program.
April, 2000. Formal school-wide recognition of tutors and other
volunteers was scheduled.

May, 2000. Formal evaluation of the tutorial program by students, tutors,
and teachers was completed.

June, 2000. Planning and preparation for implementation of the program
the following year was completed.

It was the writer's intention that the tutoring program will continue
beyond the 1999-2000 school year. The program will be subject to annual
evaluation and assessment based on the feedback and recommendations
gleaned from all participants.

CHAPTER FOUR
THE PROJECT
This coordinator's manual for a volunteer, elementary level
tutoring program, which was the subject of this project, has been divided
into seven sections. These sections include:
Section One- Introduction
Section Two- Planning/Goals
Section Three- Recruitment
Section Four- Orientation
Section Five- Informal/Ongoing Monitoring
Section Six- Recognition
Section Seven- Formal Evaluation
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SECTION ONJE: INTROIDUCTION

Welcome to Lakes Elementary! We consider ourselves fortunate to have the
opportunity to work with individuals such as yourself, who are willing to contribute their
time and skills toward the betterment of children. The following information has been
compiled to assist you in having a meaningful experience in training tutors and tutoring
young people.1ncluded-you will find information on resources available to you, background information that will increase your understanding of our school/programs, and
contacts to provide you with assistance as you work with children.
Lakes Elementary has just finished an extensive remodeling project this year. It
has been modernized from the bottom up, and little is left that resembles our old facility.
Lakes is the largest elementary school in Thurston County, with an enrollment of over
seven hundred students. The student population is diverse, and Lakes offers many specialized programs to meet the unique needs of students.
Lakes Elementary has long recognized the importance of utilizing volunteer tutors
to reach our goal. Our primary mission statement is ...

"At Lakes Elementary, we value individual uniqueness, respect, responsibility,
community support and interaction, and the joy of lifelong learning."

Efforts to recruit and train volunteers have existed in the past, but it was not until
our school secured the talents of our volunteer coordinator, Tonya Millar, that our goal to
utilize tutors has been realized. She coordinates the tutoring program at Lakes Elementary as well as volunteers in many other areas.

(

School wide efforts to improve academic performance on the Washington Assessment of Student Leaming have been formalized in our school's Apple Plan. The Apple
Plan is our plan to reach Washington State's Essential Learnings and achieve student
mastery of skills on the WASL test. Your efforts will directly assist us in these goals.

Stadems-whoreci')ive your assistance are primarily those who do not qualify for assistance in other areas and need your one on one attention in the worst way. We greatly
appreciate your efforts and recognize that without your help, many students might not
reach their full potential.

......
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The following timetable has been established to help us
reach our goal of a fully realized tutorial program:

August

Staff at Lakes Elementary begin working with our
Volunteer cbbrdirnilor in assessing our needs and developing a pfa.nfor the
recruitment of tutors.

September

Questionnaires to parents and our community members go out which
include interest surveys, required background checks, tutoring applications, and additional information.

October

Tutoring orientations are scheduled and tutors are matched with teachers
and the students they will work with.

November

Follow up monitoring of tutor needs, additional training as required, and
on-going recruitment of tutors.

December

Continued implementation of tutorial program.

January

Tutoring orientation for new tutors offered.

February

Continued implementation of tutorial program.

March

Continued implementation of tutorial program.

April

Formal school-wide recognition of tutors and other volunteers.

May

Formal evaluation of tutorial program by students, tutors, and teachers

June

Planning and preparation for implementation of the program for the 20002001 school year.

Volunteer Program Goals and Objectives

Lakes Elementary recognizes the need to utilize all available resources toward our
aim of improving student outcomes. Our primary goal is to develop a volunteer program

to assist us in· many ways wfiicfi include tutoring, office related duties, ti.inch Buddies,
the DARE program, recess programs, etc., which will continue for years to come.
As we work toward the realization of our goal we hope to accomplish the following objectives ...

•

Reach previously untapped community members to volunteer and support our
school.

•

Utilize the varied talents of volunteers and place them in areas that they will
be most successful in.

•

Provide on-going and organized support and recognition of tutors to insure
their success and ongoing commitment.

•

Meaningful evaluation of our program to insure that it continues to evolve and
improve from year to year.

(j ·- . . . .
~
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SECTIONTHREE:RECRUITMENT
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Sources of Volunteers

In addition to parents, the following sources for volunteers were identified as
targets for recruitment efforts for the Lakes Elementary Tutoring Program:

AmeriCorps

Community Youth Services
824 5th Avenue SE
Olympia, WA 98501
(360) 943-0889

Panorama City

1751 Circle Lane SE
Lacey, WA 98503
(360) 456-0111

Saint Martin's College

5300 Pacific Avenue SE
Lacey, WA 98503
(360) 491-4700

US West

Widening our World by one program
Local Contact
Michael Cole - Account Consultant
(360) 754-3226

~·'

Lakes Elementary complies with recruiting procedures and practices established
by the North Thurston School District. Before becoming a volunteer, each individual
must complete a Volunteer Application and Washington State Patrol form. A copy of the
application is kept on file by our Volunteer Coordinator, while the Washington State
--Patrol form and original applicatiorrare kept at the district office. Lakes Elementatyis
not permitted to keep copies of the Washington State Patrol form.
All volunteers working with children are required by state law to have the Washington State Patrol form completed and kept on file at the district office. This is to ensure
the safety of our children. It is for program use only and will not be given to any other
organization or person. Results of the Washington State Patrol screening can be obtained
free of charge as part of the application process for organizations such as schools when
requested by the person named on the application.
Completion of the application process provides us with valuable information as to
your skills and interests. Completion of the application process is prerequisite to participation in any of the orientation activities scheduled for tutors.
Local media and school publications have also served as a means by which to
reach interested community members. Announcements and requests for tutors have been
and will continue to appear in the LAKES LETTER which is our school newspaper
produced and published by a parent volunteer, Renee Buell. Community Service spots on
local radio stations have also been utilized.

SECTION JFOUR.~ ORIENTATION

Volunteer Orientation Agenda
October 11th, 1999
November 29, 1999

I.

Welcome and Purpose

II.

Introductions

III.

Ice Breaker

IV.

Tour of School

V.

Procedures
1. Applications/Washington State Patrol Forms
2. Sign-In Log
3. Badge

VI.

Guidelines
1. School Rules and Regulations
2. Consistency
3. Confidentiality
4. Supervised Settings

VIL

Importance of Volunteers

VIII.

Closing
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Dear School Volunteer,
Thank you for volunteering to support the students at Lakes Elementary. We value your
services a great deal as a member of the Lakes Elementary educational team. Your child's
education is a partnership between you and our staff. There is nothing that will help to
ensure a child's success more than having support both at home and at school. The
benefits of your personal attention on the individual and small groups of students that you
work with will encourage the learning process and help achieve the School's mission of
assuring educational success for all students.
There are many opportunities for involvement and the Volunteer Coordinator, Tonya
Millar, who will work with you and our teachers to find a place that will best fit your
talents and the needs of our students.
We welcome you to the Lakes Elementary Volunteer Program.

arning
Principal, Lakes Elementary School

621 l MULLEN ROAD S.E. •LACEY.WASHINGTON 98503-7198 • TELEPHONE (360) 412-4600 • FAX (360) 412-4609

~·
Please note: A signature on this page was redacted due to security concerns.

Important Information and Numbers
If as a volunteer you have any questions or concerns any of these individuals can
help you.
The principal is responsible for the overall supervision of the volunteers assigned
to his/her school.
- -The volunteer coordinator is the liaison and organizer between teachers und
volunteers. The volunteer coordinator answers to the principal and the Partnership Services Coordinator of the North Thurston School District (NTSD).
The Partnership Service Coordinator supports all the volunteers in the school and
in North Thurston School District.
The following numbers will put you in touch to the following individuals and
provide you with the number to call when you will be absent from your volunteer position.
David Warning, Principal, Lakes Elementary 412-4600
Tonya Millar, Volunteer Coordinator, Lakes Elementary 412-4600
Jackie Sanders, Partnership Services Coordinator, NTSD 412-4471
Lakes Elementary 24 Hour Line for Absences 412-4600
Other individuals that volunteers may have a need to know are:
School Secretaries: Linda Zerbst and Pam Maybee
Intervention Specialist: Lara Cole
Nursing Assistant: Bev Jones
PTA President: Kathy Alonzo
Important dates and times:
School hours are: 9:00 am - 3:20 pm
Early Release: 12: 10 pm
Lunch Time: 11:25 am - 1:00 pm
Conference Weeks: Oct. 18 - 22; Mar 27 - 31
Holidays: Nov. 11, Nov. 25 - 26, Dec. 20 - 31, Jan. 17, Feb. 21, Mar. 10,
Apr. 3 - 7, May 29, Last Day of School - June 16.
Please note the map of the building included as Appendix A. This will assist you
in finding classrooms etc. as you work at Lakes Elementary. Also, a staff directory is
included as Appendix B. This will help you to familiarize yourself with staff that you
may or may not have direct contact.

Application and Washington State Patrol Form
Before becoming a volunteer each individual must complete
1!;s.1tE:STs, c
.;.,.
·O,t
a Volunteer Application and Washington State Patrol Form. A
~,...
· ~:(,.
copy of the application will be kept for Lakes Elementary VolunC
teer Program, with the original application and the Washington
!;!
;:.)
State Patrol Form going to.the Thurston School District (NTSD). ·;j_
;J
:,:
Lakes Elementary is not permitted to maintain a copy or original
·f"
,;'7
. _- . - ---- .. .of the Washington State-Patrol Form. The Washington State Patrol - -~":7'!; . - - ...;»,;,·
O,l ·s.1>1.'cl<>·
Form takes approximately two days to be completed by the NTSD.
All volunteers working with children are required by state law to have a
Washington State Patrol Form completed and kept on file in the district office. This is to ensure
the safety of our children. It is for program use only and will not be given to any other
organization, group or person. Results of the Washington State Patrol may be obtained
free of charge for applications with other organizations when requested by the individual
named on the application. A copy of this application is included as Appendix E.
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Ability and Training
All students have the ability to learn, and all volunteers have the ability to help a
child feel accepted, bring a child warmth and understanding and listen to a child. Please
know that your gift of time and talents will have an enormous impact on children.
Before beginning your volunteer experience we encourage you to attend the
volunteer orientation and training opportunities. These are designed to help you feel more
comfortable in your volunteer setting and provide additional information that will enhance the success of volunteer work. Currently training is offered for tutoring, recess
assistant, and the office workroom.

Consistency
Reliability is one of the most important requirements of a volunteer. Students and
teachers are disappointed when they expect you but you do not appear. Come on the
scheduled day and be on time. If you can't come as scheduled, please call Lakes Elementary at 412-4600. The schools answering machine will answer the phone before school,
after hours and on weekends so volunteers can call as soon as they know that they will
not make it to their scheduled volunteer time. Please call as soon as you realize you
cannot meet the schedule, understanding that advance warning helps
v:s.ltENTs; c
the teacher make the necessary adjustments. The volunteer coordina-$t~ ~~-?, tor is also given the opportunity to find a substitute for you if
jj W':' • ~~ \ needed. If you are sick please do not come to school even though
~
you want to be dependable. If you are contagious you pose a
~
:J
health
problem for the teachers and students.
~
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Confidentiality
It is very important that you keep information about students to yourself and
honor each student's right to privacy. Do not discuss students or their progress with
others, not even their parents. Don't make reference to student's abilities in front of other
students. The only person who should be told of a student's work with you is the teacher.
There may be times when you have to repeat to the parent that it is the teacher's responsibility to discuss progress, not the volunteer's. Most parents will appreciate your position
and are usuallyjustexpressing an interest in-your work as u volunteer. Just as you are asked to observe the confidentiality of the students you are also
asked to be tactful about the teacher with whom you work. Do not publicly question or
criticize the teacher or the methods used. If you have questions about methods or problems be sure to ask the teacher about them. The teacher should be able to provide answers
to explain the rationale for the classroom instruction, and give insights about learning
objectives.
If after talking to the teacher, you still have unanswered questions or reservations
about a particular method, please contact the principal. You owe this to the students, the
staff and to yourself.

Voluntary Disclosure of Abuse
If a student should voluntarily disclose abuse it is the volunteers responsibility to
inform a certified member of the staff (teacher, principal, intervention specialist) immediately of the disclosure. The member who receives the information then has 48 hours to
report it to Child Protective Services. It is extremely important that volunteers maintain
confidentiality in these cases.

Volunteers are not permitted to question students or investigate allegations of
child abuse. If during the student's disclosure you are asked not to tell anyone, it is best to
be honest. Inform the student that you have to tell if you have reason to worry about their
safety and well being.
RCW 26.44.030 (1) (a) When any practitioner, county coroner or medical examiner, law enforcement officer, professional school personnel, registered or licensed nurse,
social services counselor, psychologist, pharmacist, licensed or certified child care providers or their employees, employee of the department, juvenile probation officer, or the
ombudsman's office has reasonable cause to believe that a child or dependent person has
suffered neglect or abuse, he or she shall report such incident, or cause a report to be
made, to the proper law enforcement agency or the department as provided in RCW
26.44.040.

Touching Students
To avoid misunderstandings we advise volunteers to avoid touching students
except for instructional or safety purposes. If a student has a discipline problem or volunteer witnesses a discipline problem it should be reported to the closest staff member.
Please note Appendix C and D, which is a copy of the Lakes Honor Level System and
Rules/Procedures/Consequences.

· Difficulties with Assignment
You will be working with teachers who have requested volunteer assistance. No
teacher is pressured to participate in the volunteer program. You can be assured that the
teacher wants your assistance and will do everything possible to assist. In addition, the
teacher knows you chose to be a volunteer. The special relationship that frequently
develops between teacher and volunteer is enhanced when both are willing partners. If
either individual is critical of the work of the other, part of that special relationship is
threatened. In such cases, it is probably beneficial to both volunteer and teacher to adjust
the schedule or have the volunteer reassigned.

Meet with the Teacher
Please plan to meet with your supervising teacher to discuss your volunteer ·
assignment. The following checklist may be a useful guide in the type of questions to ask.

0

Day and time to work in the classroom or selected area.

[!if' Procedures for volunteer and teacher to keep in touch (reg. conferences, telephone,
notes, informal meeting, and i.e.).

0

Alternate plans for days when teacher is absent and substitute is in charge of the class.

[!if' How teacher will tell of day's assignment (folder, note or other means).
[!if' What name will the students use for the volunteer.
[!if' Materials, strategies or games to be used.
[!if' Teacher's own classroom policies, procedures and rules (such as management system,
reinforcement techniques, organizational plans, emergency procedures, and where
volunteer leaves personal belongings).
[!if' Designation of work area location.

Questions for working with an individual or group of students
@ Pertinent background information about the student(s) the volunteer will work with.
@ Special strengths of the student(s).
@ Tips for working with specific student(s) (learning style and reinforcement techniques).

@ Alternate plans if student(s) is absent.

Working with Students
When interacting with students please keep the following in mind.
•

A student's name is very important. Make sure you say the student's name the way
the student wants it said. Learn to spell the name correctly.

•

Introduce yourself to the student(s) with whom you will be working.

•

Show that you are interested in the student as a person. Listen carefully to what the
student has to say. By your words and actions, let your student know that you care.

•

Students make mistakes. Let them know that making mistakes is a part of learning.
Do not be afraid of making mistakes.

•

Build student's self-confidence through praise and honesty. Remember attentiveness
and effort can be as important as performance. Accentuate the positive; minimize the
negative.

•

Be creative with the guidelines given. Use your knowledge and experience.

•

Be reliable if you must be absent call the school and ask that the student(s) and
teacher be told that you cannot come but they can be assured that you care enough to
call.

Praising Students
Everyone knows that a little praise goes a long way to increase self-esteem and
create a positive classroom environment. But "a little praise" really needs to be something more than the same "good", "very good", and "fine" repeated over and over again.
Here are some additional possibilities for praise:
You know what you are doing.
I like the way you're working.
You really are a hard worker.
You made it look easy.
You really outdid yourself.
You're on the right track.
That's a good observation.
That shows some thought.
I appreciate your help.
Keep up the good work.
You know your stuff.
That's a great paper.
I like your style.
That's quality work.
How impressive.
That's a good point.
That's "A" work.
Excellent work.
Good job!

That shows effort
- - What neat work,
WOW!
Terrific!
Outstanding!
Congratulations.
Wonderful.
Nice going.
Good thinking.
That's great.
Exactly right.
Superior work.
That's right.
Beautiful.
Sharp.
That's clever.
Super.
Marvelous.
You've got it.

Volunteer Guidelines
Volunteers work in cooperation with an assigned teacher or other staff member.
Questions should be directed to the teacher, the principal, school volunteer coordinator or
the NTSD Partnership Services Office. Know and observe the following school and
classroom rules and regulations.

Bringing children: Please do not bring your preschool children to school with
you without checking with the classroom teacher or Volunteer Coordinator. While some
volunteer opportunities are appropriate for young children, others are not.
Sign In/Out: Volunteers should sign in and out in the volunteer sign in/out book
in the office workroom. Signing in and out is important for three reasons: 1) the hours
you work are part of the school total volunteer hours reported to the district each month;
2) the district insurance for volunteers is initiated when you sign in on a volunteer book;
3) you deserve recognition for your volunteer hours. To provide a safe and secure environment always make sure that you wear your volunteer badge while you are at the
school.

Supervision when working one on one with a student is important. When working one on one with a student always make sure that another member of the staff is
present to ensure no misunderstandings between the student and the volunteer can occur.
Fire drills require all personnel and students to go to the back of the school in the
direction of the playground. Do not go to the front of the school
Lockdowns occur when there is a problem with an individual on campus. When
"Iockd_own" is__a1mounce_c! stay _where you are at, unles§ that area is being evacuated._
Parking is available in the parking lot in front of the school. Parking spaces with
a "V" are reserved for volunteers and visitors.
Dress in casual comfortable clothes and shoes. As volunteers we are expected to
set a good example for the children and maintain the same dress code that they must
follow.
Workroom: Be courteous to the staff, remember they only have a limited time for
preparing for class. When possible please step aside and allow them to use the machine.
If you're in the middle of something that cannot be stopped, offer to do the copying for
the teacher and deliver it to the classroom. The teachers will appreciate the consideration.
Personal Items: Coats can be kept in workroom closet if space is not available in
the area in which you volunteer. Volunteers can keep perishable foods in the refrigerator
in the teachers' lounge and can eat in the teachers' lounge as long as they are wearing a
volunteer badge. Please clean up after yourself. The school will not be responsible for
items lost or stolen so please leave valuables at home.
Benefits: The benefits of being a volunteer may be more obvious to the student,
the teacher and the school than they are to you. To the volunteer, the rewards are deeply
personal and may include:
•

The satisfaction of seeing a student gain skills and self-confidence.

•

The satisfaction of sharing a special talent and resource.

•

The feeling of being needed and useful.

•

The satisfaction in helping to fill an explicit need in the school.

Insurance Coverage: Volunteers are included under the district's general liability
policy with the same liability coverage afforded employees. Should you be sued as a
result of performing your duties as a volunteer in good faith, the district will protect you
against a liability judgement, which is covered under our policy. Our inclusion of volunteers in our insurance coverage is an attempt to make you as comfortable as possible in
the important role you play in the North Thurston School District.
Tax Deductions for Volunteers: Out of pocket expense that you pay in rendering
_____ s_ervices__y,ith_Qutcompensati9n (i.e.,_volunteers services are considered as contributions).
are deductible. These include:
• Amounts you pay for transportation from your home to the place where you volunteer
(mileage/bus fare);
• Reasonable payment for necessary meals and lodging while you are away from home
rendering donated services of a qualifying organization (overnight);
• Unreimbursed expenses directly connected with and solely attributable to gratuitous
services you may perform for a charitable organization;
• Telephone bills;
• Automobile expenses: You may deduct unreimbursed out-of-pocket expenses directly
attributable to services you render to a charitable organization, such as expenditures for
gas or oil, in operation of your car or instead of actual expenses, you may use a standard rate of 12 cents per mile.
Please check with the IRS for more detailed and/or current information about
eligible deductible expenses.

Self Evaluation
Evaluation of school volunteer programs should be continuous, and should include self-evaluation by volunteers. Periodically ask yourself these questions:
• Have I shared my skills and interests that might be useful to students with the staff that
I work with?
• Do I make suggestions as to how I can be of further help?
• Am I effective in helping children who have problems?

• Do I make an effort to learn by observing the teacher and children?
• Am I discreet and tactful in working with children and teachers, and careful to observe
the rules about confidentiality?
• Am I able to accept criticism?
• When I am unable to come to school do I contact the school promptly?
• Am I reliable and prompt?
• Do I take advantage of training opportunities to enhance my skills as a school volunteer?
• Do I share my enthusiasm for my work at school with friends and community members?

Volunteer Incentives
To show our appreciation for the time you have taken to assist the students and
teachers at Lakes Elementary we will be recognizing volunteers on a regular basis. In
addition to day to day expression of appreciation, we will have a random monthly drawing and incentives based on number of volunteer hours.

Program Goal and Promise
The goals of the Lakes Elementary Volunteer Program are:
•
•
•
•
•

To enhance student's learning opportunities.
To enrich school curriculum.
To establish a school-community partnership for quality education.
To provide help for individual students.
To relieve teachers of some non-instructional tasks, and therefore increase their time
spent with students.
• To provide opportunity for volunteers to use talents and in so doing, find satisfaction
and fulfillment in the work they do.

To the volunteers of Lakes Elementary we promise the following:
A Suitable Assignment
With consideration for personal preference, life experience, temperament,
education and employment background.
To Be Treated as a Co-Worker
Not just as free help.
To Have Training
Thoughtfully planned and effectively presented. Training for greater
responsibility.
Sound Guidance and Direction
By someone who is experienced, well-informed, patient, thoughtful and
who has the time to invest in giving guidance.
To Know as Much as Possible About the School
It's policies, it's people, and it's programs.
To Be Heard
To have a part in planning.
To feel free to make suggestions.
To have respect shown for an honest opinion.
Promotion and a Variety of Experiences
Through advancement to assignments of more responsibility.
Through transfer from the activity to another project.
Through special project assignments.
Recognition
In the form of promotion and awards.
Through day to day expressions of appreciation.
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Lakes Elementary School
1999/2000 Staff List
Principal:
Intervention Specialist:
Office Professionals:

David Warning
Lara Cole
Linda Zerbst
Pam Maybee

Room Number

The Learning Center
Gloria Gibbs
Assistants:
Janet Knopp
Linda Lawrence
Deardre McPhearson
Library
Cari Quiocho
Assistant:

Kindergarten
Trina Hendrickson, AM, PM
. Susan Rog~rs, AM, PM

204
203

First Grade
Cathy Carr
Linda Heitzmann
Paula Madigan
Diane Rivas

306
305
406
405

PreSchool
Diane Bredeson
Cherilynn Robinson
Assistants:
Julia Iverson
Jeannette Burrier
General Assistants
Lynn Lendzion
Geri Robinson
Linda Booth
Psvchologist
Greg Eliott
Nurse
Teresa Dixon
Health Room Assistant:
Bev Jones
Vision
LynndaBiek
Vision Assistants:
Barbara Rowe
Annette Nereim
Linda Winders
Instrumental Instruction
Brian Courter
Orchestra
Stuart Stone
Band
Special Services
Audra Wallace
Speech
Nan Rhodes
Occupational T.
Trina Olsen
OT Assistant
Custodians
Roy Savage
Day Shift
Roger Schiltz
Evening Shift
Gail Keicher
Evening Shift
Cooks
Julie Jackson
Joanne Stems

304
303
205

206
207

Third Grade
Kenna Duchesneau
Vickie Hayes
Susie Kiekbaefer
Chery I Laatz
Donna Wolf

302
404
301
804
403

Fourth Grade
Helen Fahrer
Kathy Myers
Becky Russell
Diane Prowse

401
807
808

402

Fifth Grade
Debbie Adams
John Barnes
Dennis Johnson
Bill Mickelson

102
805

IOI
103

Sixth Grade
Meagan Hasu
Joan Lyon
Todd Wellington
Success Plus
Cindy Green (1/2)
Kim North
Assistants:

407
803
806

209
209

Sherrie Jording
Carol Larson
Specialists
John Meyer

Krista Larson
Kelly Felix
Cindy Green

P.E.
Music
Art
Science ( 1/2)

105

Tina Mason

Second Grade
Judy Johnson
Judy Kerl
Sharon Laverty
Holly Raedel
Jami Roberts

Room Number
208

Gym

307
210
501
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·;&l

Appendix

202

212
118

411

501

801

412
201

(Revised September 21, 1999)

GREAT EXPECTATIONS - GREAT CELEBRATIONS
LAKES HONOR LEVEL SYSTEM
The Lakes Honor level system promotes an atmosphere where students first and foremost
have the freedom to learn. Use of the Honor Level Management System encourages
students to "maintain good behavior" with special recognition and incentives.

HONOR STUDENTS:
In order for a student to be on honor status, he/she must have a "clean slate" with no
detentions. Honor students are recognized regularly with special activities, and recogni--- tion;-0nly Honor Students are eligible to-panicipate irnhe-"Great Celebrations."Students who have a discipline problem will receive a blue slip. The student will call
home under the supervision of an adult and explain the situation. He/she will miss part or
all of their lunch recess in supervised detention. Students will attend all regular school
activities, but they may not attend special Honor celebrations. After they have missed a
celebration, they will be returned to Honor Student status if they have not had any other
infractions.

RECOGNITION CELEBRATIONS:
Throughout the year we will display and promote positive themes to emphasize working
together, academic growth and positive interactions.
During each 10 school day period, a special event ("Celebration") will take place for
students. Only Honor Students will be eligible when such events take place. In addition,
Honor Students are eligible for other surprise situations that may occur at any time.

GOLD SLIPS:
Gold Slips recognize our Lakes students trying their hardest and doing their best. To
further promote positive self-esteem and reward appropriate behaviors, Gold Slips may
be given to students by all staff. These Gold Slips will be given to the student to bring
home so that you can help suppolt their efforts here at school.
Blue Slip
DETENTION ASSIGNMENT

Gold Slip
I AM RESPONSIBLE

Student name

Date

HR Teacher/Assigned by

Student name

Minutes assigned

Date

HR Teacher/Assigned by

RULE:
D
D
D

Work your hardest and do your best.
Help yourself and others to learn.
Manage yourself.

D

Working your hardest and doing your best.

D

Managing yourself.

D
D

Treat others with kindness and respect.
Take care of property.

D

Treat others with kindness and respect.

Specific reason: - - - - - - - - Specific reason: _ _ _ _ _ _ _ __

Parent phone contact:

D Yes

D No
Appendix
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LAKES RULES/PROCEDURES/CONSEQUENCES
The following school rules are expected to be maintained by all students both in and out
of the classroom:
1. Try your hardest and do your best.
2. Help yourself and others to learn.
3. Manage yourself.
4. Treat others with kindness and respect.
5 . .Take care.of property.

COMMON AREAS: All staff will help monitor student behavior in common areas such
as lunchroom, playground, bus area, hallways, bathrooms, etc. Misbehavior will be
handled at the time with a detention slip being completed if warranted and given to the
homeroom teacher to complete parent notification and detention assignment. A more
detailed breakdown of common area rules and procedures is available in the office and
each classroom.
Basic Infractions will receive 15 minutes unless the staff member believes the behavior
and circumstance warrants 30 minutes.
Detention Slip Procedures:
1. A student receiving a detention slip will be:
a. Told what the infraction was.
b. Told the appropriate behavior.
c. Told the detention slip details.
2. Teacher sends student to office to call.
3. If parent contact cannot be made, homeroom teacher will send parent notification.
4. The classroom teacher will follow up on all letters to be returned and detention time to be completed.
PROCEDURE FOR FIGHTING, BLATANT DISRESPECT, AND EXPLOSIVE
BEHAVIOR:
I. Teacher calls the office.
2. Student sent to the office or escorted by the principal/designee.
Consequences: Student Honor status will be removed. The student will be suspended
either in-house or out of school as applicable.
Ongoing and continuing behavior problems which are not being resolved by regular
means will be discussed in a conference with the principal. Actions taken by the administration for severe offenses or continuing misbehavior may include:
1. Behavior contract
2. In-school suspension
3. Short term out of school suspension followed by parent, staff member and
principal conference
4. Long term suspension
5. Expulsion
Appendix
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lakes Elementary School
IIIIIIII IIIIIIIIIIIIIIIII IIIIII111111111111111: 111 ~ , I IIIIIIIIIIIIIII IIII IIIIIIIIIIIIIII111111111111111
6211 Mullein Road SE + Lacey, WA 98503
Phone 412-4600

Dear Students and Parents,

We would like to take this opportunity to welcome you and your family to Lakes Elementary for the 1999-2000 school year. Recognizing that parent and family involvement is
key to a successful educational experience, especially in these formative years, we provide many opportunities for involvement through volunteering.
Our Volunteer program encourages parent and family to be active participants of our
educational team. There are many ways that you can volunteer your time, from assisting
in the classroom, helping with the dances and the carnival to working from your home.
All of the volunteer opportunities are important and will benefit the students of Lakes
Elementary.
The enclosed paperwork will give you an overview of the volunteer opportunities available to you. Please take a moment to fill out the attached volunteer application and
background information disclosure form. You can return the form by sending it back to
school with your child as soon as possible. It is district policy that we must have the
background information disclosure form on file before you can be scheduled to volunteer,
and volunteer opportunities arise early in the school year so your immediate attention is
appreciated.
Volunteering is not only very fulfilling personally, but provides educational opportunities
for the children that will open doors to a successful future.
An optional volunteer orientation will be held in October to familiarize volunteers with
the school, staff members, volunteer conduct, training opportunities, volunteer incentive
program and volunteer handbook. If you have any questions about the volunteer program,
please contact Tonya Millar, Volunteer Coordinator at 412-4600.

Sincerely,

Tonya Millar, Volunteer Coordinator

Please note: A signature was redacted on this page due to security concerns.

Lakes Elementary Volunteer Program
The key to a positive educational experience and successful academic achievement
starts with a child's family. We at Lakes Elementary recognize the integral and vital role of
the family and community as part of the educational team. As such we provide many different opportunities for families to have an impact on the educational environment while emphasizing the importance of an education to your child through volunteering. Volunteering
can be done daily, weekly, or monthly, from home or at school and no matter how often or
where you volunteer you will provide your child as well as others with valuable educational
-opportunities-as well us-a-positive role modeL
We welcome and encourage parents, families, grandparents and members of the
community to become partners in providing a quality education and safe learning environment for every student. Please join us in the task of bringing positive changes and opportunities to our school, community, and our future ... the children.
To become involved in the education of your child(ren) please read the following
volunteer opportunities, select suitable volunteer position, complete the volunteer application
and the mandatory background information and send all forms back to the school with a
student to give to their teacher. Volunteers will be contacted as soon as all necessary background checks are complete.
Classroom/Resource Volunteers: Assist teachers with projects, programs and general day to day tasks that
take place in the classrooms. This helps provide the teacher with valuable time to provide the students with
additional educational opportunities. Teachers will provide the guidance and guidelines for what needs to
be done in each individual classroom. Commitment is weekly or bi-weekly for an hour or more.
Recess Assistance: Assist the playground staff by providing a safe and fun environment for the students
during recess. Training provided. Commitment weekly for one hour or more.
Tutors: One on One with a student needing assistance in a specific subject. Guidance will be provided as
well as an opportunity for training at the district office. Scheduled at a time convenient to the volunteer and
the student.
Office Workroom: To help free up teachers planning time volunteers will make copies and assist with
classroom projects. Training and guidance on the use of the equipment will be provided. Commitment is
weekly or bi-weekly for an hour or more.
School Store: Assist the store manager with the stocking and selling of school supplies to the students. The
school store is open during the school day during recess several days a week. Commitment is one hour one
or two days a week.
Lunch Buddies: This position has several options depending on the students and volunteers available.
Option 1: The volunteer lunch buddy will be paired one on one with a student and will eat lunch with the
student one day per week. Lunch buddy can also stay and spend time with the student during the lunch
recess if possible. Commitment is 1 hour per week. Option 2: Volunteer lunch buddy will eat lunch one day
per week with a small group of students (3-4). Commitment is approximately 1 hour a week. The lunch
buddy's function is to be a supportive adult and engage the students in conversation. Orientation will be

provided for all lunch buddies.
School Photographer: A camera buff is needed to photograph special school events (dances, carnival, fun
run etc ... ) and display in the office. Film and developing provided by the school. Commitment will be on
an availability and as needed basis.
DARE Graduation: (5th grader) Volunteers are needed to help select T-shirts, set up refreshments and
decorate for graduation. Commitment an hour or more one day at the end of the school year.

Sharing Tree Project: Started prior to Christmas volunteers would assist in making tags, helping kids select
tags, sorting and delivering gifts. Tags represent needy families in the area and are placed on a tree for the
children to select. Commitment varies depending on the number of families participating in the project.
Appendix
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Book Fair: Volunteers are needed to help kids find books to buy and collect money. Proceeds will benefit
the library. Commitment an hour or more one day this year.

School Celebrations: Volunteers needed to assist with monthly celebrations for the students. These celebrations consist of various activities that may require set up and assisting with student assembly. Commitment
would be an hour or more one time in a month.

6th Grade Promotion Ceremony: Assistance with set up, refreshments and decorations the day of the
ceremony. This ceremony is only for the 6th graders and their families. Commitment an hour or more on
the day of the ceremony.

Fun Run: This is a spring time event held during recess. Kids get sponsors and run the track around the play
···- ground, Help is needed ·with counting·the laps;refreshments and punching cards. Commitment is an hour or··
more during the school day.
Holiday Gift Shop: New for the school this year, this is an opportunity for the children to shop on their own
for their family and friends. Assistance is needed with set up, helping the kids with their shopping, collecting money and bagging the gifts. Commitment an hour or more one or more days during the operating
hours of the gift shop.
Health Room Volunteer: Volunteers are needed to file health cards and emergency data cards. Assistance in
supervising the students with vision and hearing tests and M1\1R clinic. Commitment see Vol. Application

for month, an hour or more is needed in each area.
Bingo Night: Volunteers are needed to assist with set up, refreshments and clean up. Commitment is an
hour or more on the night of the event to be announced later.
Fall/Spring Dance: These dances are a great family night out. There will be a DJ with great music and fun
games. Help is needed with decorations, refreshments and clean up. Commitment is an hour or more on the
night of the event.
Spring Carnival: This is held the last quarter of the school year and is run by the individual classrooms.
Assistance is needed with donations for prizes, classroom coordination, set up, refreshments and clean up.
Commitment is an hour or more the day of the event.
Newsletter: The editor needs help each month with copying, stapling and distributing the newsletter.
Commitment is an hour or more one day a month.
Science Van: This year the Rock N Roll Van will be coming to our school. Assistance is needed in supervising the children while visiting the van. Commitment an hour or more one day a month.
Backpack Express: This is a new program that allows parents/family members the opportunity to earn
volunteer credit from their home. Each month the volunteer will receive a packet with the required paper·
work to keep track of their hours. Volunteer hours from home can consist of time spent with a student or
several students working on math, reading or other homework projects. Commitment is up to the volunteer.
Telephone Tree: Volunteers are needed to help call other parents and volunteers for special activities.
Cutting, Coloring and Grading: These are projects done for the classrooms at home with the volunteer
hours being tracked via Backpack Express.
Hospitality: Volunteers may be needed periodically throughout the year to provide baked goods for meet·
ings, special ceremonies and school dances.

Fund Raising Projects: Lakes Elementary has several fund raising projects that need volunteers. Most of
these projects start early in the year and end prior to the end of the year. These projects raise the funds
needed for material and supplies for the classrooms. All of them can be done from home with a small
amount of time spent at school. Included in these fund raisers are, Campbell's Label's for Education,
General Mills Box Tops, Target Guest Program and the Ink Cartridge Program. If interested please contact
the volunteer coordinator, Tonya Millar.
These are many opportunities to become involved in the school and many of the programs count on you,
the volunteer, to be successful. So please make the time to participate in your child's education. Any
questions or comments contact Tonya Millar, Volunteer Coordinator 491-7909.
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NAME:---------------ADDRESS: _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

DATE:---------DATE OF BIRTH: _ _ _ __

CITY:-------------------PHONE:- _ _ _ _ _ _ (home) _ _ _ _ _ _ (,vorkT

ZIP C O D E : - - - - - - -

CURRENT EMPLOYER: - - - - - - - - - - -

OCCUPATION:

SPECIAL INTERESTS, HOBBIES, SKILLS: - - - - - - - - - - - - - - - - DO YOU HAVE CHILDREN IN THE NORTH THURSTON SCHOOL DISTRICT?
STUDENT NAME

SCHOOL

DYES

ONO

GRADEffEACHER

IN CASE OF EMERGENCY NOTIFY: NAME _ _ _ _ __
REFERENCES: (non-family members)
NAME: _ _ _ _ _ _ _ _ _ _ _ __

NAME: _ _ _ _ _ _ _ _ _ _ _ _ __

DAY PHONE: ( ) - - - - - - - - RELATIONSHIP: _ _ _ _ _ _ _ _ __

DAY PHONE: (
RELATIONSHIP: - - - - - - - - - -

APPLICANT DISCLOSURE PURSUANT TO RCW 43.43.834
CHILD & ADULT ABUSE INFORMATION ACT

I. Have you ever been convicted of any crimes against persons?

DYES

D NO

If yes, e x p l a i n - - - - - - - - - - - - - - - - - - - - - - - - - - - -

2. Have you ever been found in any dependency action, domestic relations proceeding, or disciplinary
board final decision to have sexually abused, exploited, or have physically abused any minor?
DYES D NO If yes, explain. _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

I understand this time is spent in a volunteer capacity only. Employees of the North Thurston School
District may not, as volunteers, perform the type of services they are employed to perform by the district.
I certify under penalty of perjury according to the laws of the state of Washington that the foregoing is true
and correct.
SIGNATURE:
DATE:--------Screened: District Office _ _ Bldg. _ __
Interviewed by
Date _ __

APPLICATION VALID FOR
1999-2000 SCHOOL YEAR ONLY

Ref. Checked by
Date _ __
WSPCheck _ _ Date __ / __ / __
Appendix
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LAKES ELEMENTARY VOLUNTEER APPLICATION
WHAT IS A VOLUNTEER?
AN ACTIVE MEMBER OF THE EDUCATION TEAM WHO GIVES FREELY OF THEMSELVES AND THEIR
TIME TO PERFORM A VARIETY OF JOBS, LARGE AND SMALL, IN OUR PURSUIT OF PROVIDING
EDUCATIONAL OPPORTUNITIES FOR OUR CHILDREN.

Please See Attached Form For An Explanation of the Responsibilities of Each Volunteer Position.
Classroom Volunteers:
0 Volunteer in my child(rens) classroom O Volunteer in a classroom other then my child(rens).
0 No Preference
Check the types of jobs you are interested in assisting with in the classroom.
··Assist witli.Ro·omDei:oraiions·
...... . . .
.... D Assist with Supervision/Guidance
0 Produce Visual Aids
O Lunch Supervision
0 Read to Class
O Classroom Celebrations
0 Chaperone Field Trips
O Class Projects (i.e., Science, Sociai Studies)

·····o

Special Program Volunteers:
0 Resource Class O PE O Music O Art O Library
0 Recess Assistance
0 Tutors for: 0 Math O Reading O Other
0 School Photographer

0
0
0

Office Workroom
School Store
Lunch Buddies

One-Time Volunteer Opportunities:
0 Sharing Tree
0 Science Van
0 BookFair
0 DARE Graduation (S'h Grade)

0
0
0
0

School Celebrations
FunRun
6" Grade Promotion Ceremony
Holiday Gift Shop

Health Room Volunteers:
O. Organizing Health Cards (Sept.)
0 Health Screening (Fall)

0
0

Organizing Emergency Data Cards (Sept.)
MMR Clinic (approx. May)

Health Care Professionals are needed to assist the health room with the MMR Clinic and Health Screening
Day. If you are a health care professional and willing to help, please provide the information below:
Name _ _ _ _ _ _ _ _ _ _ _ _ _ _ Title _ _ _ _ _ _ _ _ Phone (
After 5PM or Weekend One-Time Volunteer Opportunities:
0 Bingo Night
O
0 Spring Carnival
O
0 No Preference

Fall Dance
Spring Dance

Volunteer Projects:
0 Lakes/PTA Newsletter (monthly)
0 Campbell's Labels for Education (Sept.-June)
0 Ink Cartridges for Education (Sept.-June)

0
0

Target Guest Program (Sept.-June)
Box Tops for Education (Sept.-June)

From Home Volunteer Opportunities:
0 Backpack Express Volunteer
0 Telephone Tree Volunteer
0 Cutting, Coloring and Construction Projects

0
0

Grading Papers
Hospitality

Business Opportunities: If you own or are an employee of a business that would like to be a Business
Partner of Lakes Elementary by either donating time, merchandise, service or money, please provide:

Name
Phone _ _ _ _ _ _ _ _ _ __
For $100.00 cash donation to the PTA, your business can have its name placed permanently on a tile in the
school courtyard. Donations to the PTA are tax deductible.

......
·W.
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Jackie Sanders, Coordinator of Partnership Services
NORTH THURSTON SCHOOL DISTRICT

TO:.

INSTRUCTIONAL SERVICES

. North Thurston School District· Volunteers·
' V"

FROM:

Jackie Sanders, CoordinatoCtL\J-'

RE:

Washington State Patrol Background Check

Thank you for your interest in volunteering in our schools. We appreciate your
support and willingness to help the children and teachers in your school
In order to ensure the safety and well being of our students, we are asking each
volunteer to fill out the attached Washington State Patrol background form. We know
that safety is important to parents and it is important to us, too! Other organizations
working with children are asking for the same safeguards in accordance with the Laws of
Washington.
This application is valid for two years and will be kept in a confidential file. Because many organizations are requesting this background check and you may be asked
to do this again, we can provide you with a copy of your approved application. This will
save you some time and we are happy to provide that service to you.
If you have any questions or requests, please feel free to call me at 412-4471.
THANKS!

WASHING TON STATE PATROL
Identification and Criminal History Section
PO Box 42633, Olympia, WA 98504-2633

REQUEST FOR CRIMINAL HISTORY INFORMATION
CHILD/ADULT ABUSE INFORMATION ACT
RCW 43.43.830 through 43.43.845
(Instructions on Reverse Side)

@REQUESTING AGENCY/ADDRESS
North Thurston School District
Agency

Jackie Sanders
Attn.

®

PURPOSE

00

ESD/SchooiDistrict Volunteer~

0

Non-Profit Busn./Org. - no fee
(Excluding Schools & ESD's)

0

Profit Business/Org. - $10

D

Adoptive Parent - $10

305 College St. NE
Address

Lacey WA98516
City/State/Zip

Fees:
Make payable to Washington State
Patrol by cashier's check, money order,
or commercial business account.
Au

rized Signature

Coordinator. Partnership Services
Title

Lakes Elementary

NO PERSONAL/CERTIFIED
CHECKS ACCEPTED

©

APPLICANT OF INQUIRY

Applicant's Name: - - - - - - - - - - - - - - - - - - - - - - - - - - Last
First
Mddle
Alias/Maiden Name: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
DateofBirth: - - - - - ~ - - ~ - - - - - - S e x : _ _ _ _ _ Race: _ _ _ __
Month/Day/Year

Social Security Number: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Driver's Lie. N u m b e r / S t a t e : - - - - - - - - - - - - - - - - - / _ _ _ _ _ __
Secondary dissemination of this criminal history record information response is prohibited unless in
compliance with RCW 10.97.050.

IDENTIFICATION DECLARING NO EVIDENCE• WASHINGTON STATE
PATROL IDENTIFICATION & CRIMINAL HISTORY SECTION
(TIDS PORTION MAILED BY REQUESTING AGENCY)
As of this date, the applicant named below shows no evidence
pursuant to RCW 43.43.830 through 43.43.845.

WSPUse Only

North Thurston School District
Requesting Agency
Applicants Signature

Applicants Name
Address
City/State/Zip

Valid Two Years From Issue

Looking Into The Year Ahead At
LAKES ELEMENTARY

MAY: FunRun
Staff Appreciation Day
Fall Dance
Third General PTA Meeting
Memorial Day 29 No School

SEPT: Open House
PTA Membership Drive
First General Meeting of PTA
Fall Fundraiser Kick-Off

JUNE: Dare Graduation
6th Grade Promotion Ceremony ...
End of Trimester June 16th

OCT: Fall Conf./Early Release 18-22
Lakes Elementary T-Shirt Sales
Fall Fund Raiser Finish
Tear of Joy Theater Program
Volunteer Orientation
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Getting To Know
LAKES ELEMENTARY
Class starts: 8:00am ends: 3:20am
Absences or Late?
When your child(ren) is going to be
absent or late please call the Attendance
Line 412-4604 before 9:00am on school
days. This number is available for calls
after 3:30pm until 9:00am the following
day on school days and on weekends.

DEC: Sharing Tree Gifts Arrive
Sharing Tree Gifts Distributed
Winter Break 20-31
Fall Dance
Second General PTA Meeting
Domino's Dough Raiser Night
M.L. King Day 17 No School

People and Numbers
Principal: David Warning
Secretaries: Mrs. Zerbst and Mrs. Maybee
Office Number: 412-4600
E-mail: http://www.ntsd.wednet.edu/lakes/

Valentines Candy Sales
Presidents Day 21 No School
Domino Dough Raiser Night

PTA Officers

MAR: Spring Conf./Early Release 27-31
Read Across America
Pacific Science Van Rock-n-Roll
End of Trimester Mar 3

APR: Spring Break 3-7
Carnival

~-

E-,

%;.
'./);

Veterans Day 11th No School
Distribute Fund Raiser Items
Domino's Pizza Night
Thanksgiving Break 25-26
End of Trimester Nov 24

FEB:

~t

;:J

NOV: Sharing Tree Kick-Off

JAN:

qt

......

Co-Presidents: Kathy Alonzo Val Amadon
Vice President: Cathy Eddington
Treasure: Cindy Walters
Secretary: Christy Arrott
Legislative Chair: Jeanette Burrier
All members of the PTA can be contacted
by leaving a message with the school
office.
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Health Concerns

Arriving Late, Leaving Early and
Changes in Routine

Health Room Assistant: Bev Jones
Phone: 412-4600
Medication Administration At School:
Oral medication is defined as either
prescription medication or over the
counter medication (such as Tylenol,
cough syrup, BenadryT, etc.).-There is no ·
distinction between them. All oral medication must be accompanied by signed
permission from both the parent and the
physician/dentist. There will be no <>race
" It
period in which to obtain the signature.
must accompany the medication on the
day it is to be given. All medication must
be in the Original Container.
To better facilitate this policy, a
blank form can be obtained from the
health room so that you may have your
doctor/dentist fill it out if your child
needs to have either a prescription
medication or over-the-counter medication during the school hours.

All students when arriving late and
leaving early must report to the office.
Parents picking up children early must
come to the office to sign the child out.
Once the child has been signed out he/she
will be paged to report to the office for
early dismissal. A note needs to be

School Arrival and Dismissal
Children may not arrive at school before
8:40. Children arriving by car need to be
dropped off using the drive way furthest
from the front of the school. The drive
way directly in front of the school is for
buses only. Crossing guards will be
posted at the cross walks. Parents picking
up students after school should wait out
on the side walk where the buses line up.
Do not wait at the classrooms. Children
will be escorted out to the bus area by
their teachers. Students will not be permitted to cross the bus driveway without
a parent until the buses have departed.

sent to the teacher when there is
going to be a change in a students
routine.
Visiting/Dropping Items Off/
Volunteering
All individuals coming on campus must
sign in at the office and wear a visitors
badge when visiting or dropping items off
to the classroom. The sign in book is in
the office at the front desk and the visitors
badges are located next to the sign in
book. Volunteers will sign in at the
volunteers sign in book located in the
office next to the staff mailboxes. All
volunteers must wear their volunteer
badge. There will be a sign up sheet for
those volunteers needin" a bad cre and
" by "the voluntemporary badges available
teer sign in book.

Inclement Weather/Early Dismissal
Do not call the school for information
about early release or cancellation for
weather. For cancellations and early
dismissals listen to your local radio
stations for the school schedule. Local
Radio stations are: KGY (AM) 1240,
KQ92(AM) 920, AND KXXO(FM)96.1.
(Product of Volunteer Program, Tonya Millar Vol.
Coordinator)

...w~•.
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SECTION lFIVE: INJFORMAL/
ONGOING MONITORING

'

A successful volunteer tutoring program is a work in progress. Lakes Elementary
is committed to ongoing and meaningful evaluation of our tutoring program. Students,
teachers, and tutors will participate in ongoing evaluation of our program to insure our
success. Samples of student, teacher, and tutor evaluations follow.

Sample Student Tutoring Evaluation
Directions: Draw a picture that shows your favorite part of working with your tutor. Write
a sentence under the picture that tells about your drawing.

Draw a picture that shows one thing that you didn't like about working with your tutor.
Write a sentence that tells about your picture.

Sample Tutor/Teacher Evaluation
1. What aspects of working with or as a tutor did you find most rewarding?

2. Which aspects of working with or as a tutor do you find most difficult or challenging?

3. Does your teacher/tutor have realistic expectations for your performance and capabilities?

4. Does your teacher/tutor communicate effectively with you?

5. Do you have ample time to communicate with your teacher/tutor?

6. In what ways did students benefit directly from your efforts as a tutor/or supervising
teacher?

7. How can the program be improved upon for next year?

8. What aspects of the program would you retain for next year?

9. Additional comments:

It is important to realize that one of the most effective ways to measure how the
tutoring program is progressing is to travel the hallways and visit with tutors, teachers,
and students. Much of the most valuable information about the success of the program is
gathered through informal and ongoing evaluation through daily communication.

SECTliON SliX: RECOGNliTliON

Recognition of tutors will occur both formally and informally on an ongoing
basis. Ongoing recognitions will include:
•

Designation of special parking spaces

•

Hourly and monthly drawings for door prizes

-----• - Recognition in-our school newsletters and newspaper
•

Student drawings and cards of appreciation

•

Recognition on the volunteer bulletin board

•

Treats for volunteers to be provided by staff

•

Volunteer of the month recognition to be announced by the principal on the intercom

•

Public "Thank You" to volunteers on our school's reader board
Formal recognition of volunteer tutors will also occur. Formal recognition will

take the form of:
•

A volunteer tea with an orchestra performance from Timberline High School to be
held in the spring. Honorary awards will be provided to every tutor accompanied by a
formal "Thank You" by the supervising teacher

•

Recognition in our community newspaper

•

Participation in our district wide volunteer recognition banquet

§JECTKON §JEVJEN: FORMAJL
lEVAlLUATKON

Formal evaluation of the program will be completed at the conclusion of the
1999-2000 school year. Members of our building site based decision making team as well
as Tonya Millar, our PTA coordinator will participate in a review of all informal information compiled throughout the year. This committee will formulate recommendations for
improvement of the program for the following school year and present these recommendations to staff.

CHAPTER FIVE
SUMMARY, CONCLUSIONS, AND RECOMMENDATIONS
Summary

The purpose of this project was to develop a volunteer
coordinator's manual for an elementary level-tutoring program to serve
students in the areas ofreading and mathematics. To achieve this purpose
a review of related literature and other information was conducted and
analyzed. Additionally, support and information from North Thurston
School District's volunteer coordinator was reviewed for inclusion in this
project.

Conclusions

Conclusions reached as a result of this project were:
1. Successfully implemented tutorial projects have many
components in common. These components include goal
setting, recruitment, training/orientation, recognition, and
monitoring/evaluation.
2. Volunteers can assist in supporting the instructional programs
offered in elementary schools. In order to maximize the
benefits provided by tutors, schools must develop a volunteer
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program in accordance with their goals and plan for the
ongoing implementation of the program.
3. Efforts to build a body of credible pre and post testing data
must continue to help document the effectiveness of tutorial
programs.

Recommendations

As a result ofthis project, the following recommendations have been
suggested.
1. School districts that have not previously done so should
investigate existing tutorial programs and include the common
components found in successfully implemented programs in
the design of their programs.
2. School districts in the process of implementing a tutorial
program must plan for the ongoing assessment and evaluation
of program effectiveness. Failure to do so will result in the
decline in student outcomes and reduced volunteer
participation in the program.
3. School districts who are implementing a tutorial program
should begin efforts to build a bank of credible pre and post
testing of participants in their program using standardized

20
assessment tools. This will substantiate the common sense
belief which educators hold that the additional practice that
tutors provides helps to build skills.
4. Other school districts seeking to develop elementary level
tutorial programs may wish to adapt and or utilize the model
curriculum developed for this project or undertake further
research on this subject to meet their unique needs.
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